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Welcome to Online Enrollment

Online Enrollments is one eBusiness application which is a part of our suite of eBusiness
applications called Navigator™. With Online Enrollments, you can easily verify and change
which schools are participating in the administration and ensure that you are ordering the
correct amount of assessment materials for the current administration. Online Enroliments for
Spring 2006 is available for you to conduct this task from 10/10/2005 to 10/28/2005.

This User Guide offers instructions and best practices for using Online Enroliments to achieve
your goal.

About Your Task

Before CTB can send test materials to the district, we need to know which schools are enrolled
to administer the test. We also need accurate information about each district’'s addresses for
shipping and billing. As the District Test Coordinator, your task is to enter the enrollment counts
for each school in the Online Enroliment application so that accurate quantities of materials are
shipped to the correct address.

Best Practice

For security purposes, best practice is to always close your browser when you have finished
reviewing your records. This prevents an unauthorized user from using your browser back
button to access Online Enroliment.

Every time you enter the Online Enroliments system, make sure you check the Important Notes
section on the left-hand side of the web page because there may be new messages added that
you need to know since the last time you were in the system.

Contacting the MAP Service Line

For help with Online Enrolliment, contact the MAP Service Line at 1-800-544-9868. The MAP
Service Line is available:

Monday through Friday, 7:30 AM to 6:30 PM (CST)
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Getting Started

You can access Online Enroliment for the Spring 2006 Operational Test between
10/10/2005 and 10/28/2005.

During this enrollment period, you will enter enroliments for each participating school and
the contact information for each school. After October 28, however, the website will be
closed and access will be denied.

Connecting to Online Enroliment
1. Use your browser to navigate to www.ctb.com.
2. Click on the Login tab |

WMMeGraw-Hill Educat The MeGrow-Hill Compantes
KW CTB
[ McGraw-Hill

Click here
to Login

Search for product
commeodity codg

Products & Services Programs & Contracts Resources | Contact Register | Login

Our Mission AboutCTB Events Calendar Employment

Your Shopping Cart
0items S 0

VIEW CART

Tell us what you Ehink!
Please take a few
minutes to tell us what's
important to you.

{opens new browser)

Custom Solutions What's New at CTB

Use the pull-down menu to select your state and
find assessment resources, products, and
services tailored to your needs.

Selectand Go  |&

CTB Awarded
Oklahoma's EOl Tests
CTB to create EOI tests in
Algebra, Biology, US
History, English

» State Specific

Hewsletter Meet NCLB Requirements Resources/Articles

=

3. You will be prompted to enter your username and password (your username and
password can be located on the Accessing the MAP Online Enroliment Website flier in
your Enrollments Packet).

4. Upon first login, you will be directed to change your given password to a new password
that you can more easily remember.

Change your password and click on Submit.
6. On the My Programs page, click the Online Enroliment link.
Your district’'s page for confirming critical information will open.

7. Review the information on file for your district and either confirm that this information is
current and accurate, or correct the information.

1. Confirm your shipping address so that materials arrive at the correct place.
Remember that we package by school, consolidate and ship all packages to the
district.

2. Confirm your phone number and email address.
8. Click Continue
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M McGraw-Hill Education | e MoGRI-Hll Compantes
7 CTB

Graw| -

il McGraw-Hill HELPING LEARNERS OF ALL AGES \h\

Administration: Fall 2005 FCAT Retake
Current District: MIAMI-DADE COUNTY SCHOOLS

Please update or confirm the following critical information.

Fall 2005 FCAT Retake is being administered from 10032005 through 10/07/2005

Site Addresses  Last Confirmed (06/25/2005)

CTB relies on these addresses to communicate with you and get you your test materiale quickly and efficiently. Please
enzure that they are correct. “ou can come back in and change these. Any changes you make to the Materials and
Reportz addrezses will be used only for the Fall 2005 FCAT Retake administration.

- Materials Ship Reports Ship
. Copy: Copy:

Street 1: | | Street 1: [12135 5.W._26TH STREE]  Street 1: | |
Street 2: | |

Street 2 [TEST DISTRIBUTION CEN]  street 2: | |

cy: | : | City: [WiAMI | city: | |

State: | Florida ] State: | Florida v State: | Florida v

Zip: | | | |

zip: [33175 Zip: |

S Country: Country:
Phone:[ |
Phone: Phone: [ |
— i N —

Fax: | | Fax [3089957522 | Fax | |

Emait I [\Roca@DaDESCHOOL] Emait | |

Last Name: | | Last Name: |Roc,q | Last Name: | |
First Name: | | First Name: |[DR. NATALE | First Name: | |

Top of Page

Copyright ® 2005 CTB/McGraw-Hill. Subject to Terms of Use. Read our Privacy Metice online.

Home | Products & Services | Programs & Contracts | Assessment Resources | Contact | Webmaster Email | Sitemap
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About the Online Enroliment Home Page

Your Home page tells you:

B McGraw-Hill Education

The Melia-Hill Companles

Mc

=1 = ~\.
i McGraw-Hill HELFING LEARNERS OF ALL AGES ;
Home / My Account / Online Enrollment / Fall 2005 FCAT Retake Logout
* My Home Administration: Fall 2005 FCAT Retake

* Browse My Sites

Important Messages

The enrcliment has been
populated from the Spring
2005 Grade 10 and Retake
data file of studentz who
did not pass. You can not
order more than 20% of
your applicable population
of students.

If you see an error in your Site Information, click Edit to return to the previous page and

correct it.

The Enrollment Information for My Schools is your “scoreboard.” Here’s what it tracks.

Pending

This is the number of schools whose participation has not yet been confirmed. Your goal is

Current District: ALACHUA COUNTY SCHOOLS

‘Welcome to Online Enroliment. Use this tool to select schoolz which arg Cipating in Fall 2005 FCAT Retake, and mark
enroliments for each participating school. Each school nesds tps#Er a) have its enrollment confirmed, b} be marked
noen-participating, or ¢ be marked permanently closed

Your window for enroliment is from 06/28/2005 to 07/01/2005. All Enroliments must be entered by this date.

Site Information Edit
Fall 2005 FCAT Retake is being adminiztered from 10403/2005 through 10J07/2005

Addresses Last Confirmed: 06/29/2005

Enrollment Information for My Schools

Status Count Edit/Enter Enroliments
Pending: 67

Participating, Confirmed: 0

Novpartpatng 0
Permanently Closed: 0
Total of All Schools: &7 BY ALFHA

Sending Enroliment Status
o

If gnd ool sith the otatuo of

ou =till have =chools in Pending. You will ke able to =end an emal
schools once there are no more gchoolz in Pending.

“ou can, at any time, generate a report of the status of your schools by going to the My Reports arsa.

Advanced Selection

N

School Name Starts with: | any |+

School Code Starts with: [ |

EDIT EMROLLMENT

Sites
£ detailed status information about individual sites’ progrezs in enroliment. Or submit enrelments on behalf of a

L | All Sites v

to bring the number of pending schools to zero.

Participating, Confirmed

This is the number of schools for which you have confirmed participation in the
administration. For the Spring 2006 administration, all schools have been marked as

Participating.
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When you can confirm
the participation of
schools in your district

Information critical to
timely delivery of
your materials.

How many schools
whose participation
you must confirm.

When you can notify your
colleagues of each
school’s status.

How to review and
edit the participation
status of each
school.
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Non-participating

The number of schools that will not be participating in this administration.

Permanently Closed

The number of schools that are not participating because they have closed.

Total of All Schools
This is the total number of schools CTB received in your district’s data from DESE.

When your number of pending schools is zero, an email is automatically generated to the
user account under which you are logged in. Controls under Sending Enroliment Status
are displayed, so you can enter the email addresses of any colleagues you want to notify.

When you want to review the status of one school individually, and perhaps edit its status,
choose the appropriate option in the Browse Sites list and click Submit.

May, 2005 Copyright © 2005 by CTB/McGraw-Hill, LLC.
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Verifying and Changing Enrollment Numbers

On the Enrollments Home Page, click on Alpha or Code next to list all of your schools that
are marked as Participating.

In the Status Column, all of your schools are marked as participating if they have enroliment
counts entered, and marked as non-participating if there are not any enroliment counts
entered. You can change the status to Non-participating or Permanently Closed by
choosing this option in the drop-down box. A school marked as Permanently Closed will not
be provided with test materials. If you need to add or delete a school, you must contact
DESE Core Data at 573-751-9060 for prior authorization. Any edits to district
information are for testing material shipment purposes only and will not change
information in the Core Data Collection System. For participating schools, enter the
enrollments numbers for all assessments the school will be administering. Mathematics and
Communication Arts are required. Science and Social Studies will be voluntarily assessed in
20086. If you need to update the quantity, highlight the number in the box and type in the new
number.

When you have finished entering all enroliment numbers for each school, click on the Done
button and you will be directed to the online Enrollments home page.

I8 S W Y G A | e McGrow-Rill Companies
" CTB

A -
i McGraw-Hill HELPING LEARNERS R ALLNGE

Mark each =chool as, "Participating”, "Mon-Participating™ or permanenthy "Closed™. For Participating =choolz only, fill in the number of students for each
grade.

If Large Print or Braille materialz are available and you would like to order them for a particular test, click on the Fill LF/Br link to enter thoze values.

CTB's estimates are above the box for each grade. You cannot order more than 20% of your applicable population of students.

Math Reading MathNon. eading Math Reading
School Name Status Math Reading Large Large Contracted Con; e Contracted Contracted CopyiFill

Print  Print Braille OMLracted  grajjle Braille

Braille

HOME Estimate 3 T 1] 0 0
SCHOOL [ rartcpatng v PIE] B 1 B Bl e
TAYLOR CO Estimate 13 22 0 0 0
fecn | [Participating > L1l 1 p T [ ] Pl ] e
TAYLOR Estimate 98 174 0 0 0 0 0 0
COUNTY WM [paricpatng v o o O o R s Y o N o - S
TECHHMICAL Estimate 0 3 0 0 0 0 0 0
comier | |LPerticesting vip 1 1k 1R T P 1 [_] P 1 k1 e
Iﬁ Copy all estimates. M Error Mes=age: the info you entered cannot be processed.

Warning Mes=sage: please recheck your entry for validity.

Back to State Home
Top of Page
Copyright @ 2005 CTB/McGraw-Hil. Subject to Terms of Use. Read our Privacy Motice online.
Home | Products 8 Services | Programs 8 Contracts | Assessment Resources | Contact | Webmaster Email | Sitemap
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Completing the Online Enroliments Process

When you have completely entered and verified your enroliment numbers and the Pending
row on the Enrollments Home Page is zero, a section will appear that will allow you to send
a confirmation of the final enrollment numbers to yourself and others via email. You may
send yourself an email with the status of all the schools. More detailed information is
available in the My Reports area. This email information is provided for your convenience.
You may continue to change enrollment information up until the date the enrollment window
closes.

A confirmation email with the enrollment information for this site will be sent automatically to
the email address of the user account under which you are logged-in. Please be sure to
keep this for your records. You may also enter additional email addresses.

Important Messages
Site Information Edit
Have a great day! Onling Enroliment Demo 1 is being adminiztered from 08/01/2005 through 08/05/2005

Addresses Last Confirmed: 08/27/2005

Enrollment Information for My Schools

Status Count EditiEnter Enrollments
Pending: 0
Participating, Confirmed: 5
Mon-participating: 4
Permanently Closed: 1
Total of All Schools: 10 BY ALPHA

Email Enroliment Status

“"ou no longer have any =choolz in Pending. You may zend yourself an email with the statuz of all the =choolz. More
detailed information i available in the My Reports area. This email is provided for your convenience. You may continue to
change enrollment information up until the date the enrolment window closes.

An email with the enrollment infermation for this site will automatically go to the email address of the user account under
which you are legged-in. You may alzo enter additional emailz.

Enter additional email addresses below.
| | | | | | |

Advanced Selection
School Name Starts with:
School Code Starts with: [ |

Browse Sites

Bro..a& detailed status information about individual zites’ progress in enrollment. Or =ubmit enrolimentz on behalf of a

Browse Sites: | All Sites vl SUBMIT

Top of Page

Copyright © 2005 CTB/McGraw-Hil. Subject to Terms of Use. Read our Privacy Notice online.

Home | Products & Services | Programs & Contracts | Assessment Resources | Contact | Webmaster Email | Sitemap
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Creating and Downloading Reports

You can access reports that summarize status information by clicking My Reports in the left
navigation bar. You can choose one of three reports.

o Choose the Enroliment Status Report when you want to report the status of each school
in the district.

e Choose the District/School Change Report when you want to see who edited the
enroliment information for your district, and display the “before” and “after” information to
see what changed.

e Choose the Enroliment Detail Report when you want to check the number of students
anticipated to be tested at each site as well as the actual number of students tested.

Enroliment Status Report — Provides enroliment statuses for your entire organization.

ENROLLMENT STATUS REPORT

District /| School Change Report — Reports all changes made to districts/zcheolz in your erganization. ldentifies the

Important Messages

date and time of change and user who made the change.

Te=sting

DISTRICT/SCHOOL CHAMGE REPORT

Enroliment Detail Report — Detailz specific enroliment quantities for all echoels within a =elected district.

CREATE REPORT

To create and download a report:

1.
2.
3.

Click the button under the report you selected.
Wait while the report is generated.

When the Download Report page appears, click the Download Report button and choose a
place to save the report on your hard disk.

Once the report is saved, extract the report file from the zip archive. Then open it in the
application of your choice, typically Microsoft Excel.

Use your application to modify the report to fit your requirements.

May, 2005 Copyright © 2005 by CTB/McGraw-Hill, LLC.

10




MAP Online Enrollment District User Guide

Reviewing and Editing School Status

To locate a school’s information, you use the list on the Browsing Sites page,

Displaying the Browse Sites List
» When you don’t want to filter the list, click Browse My Sites in the left navigation bar.

» When you do want to filter the list and you are on the Home page:

1. Under Browse Sites on the Home page, choose which schools you want to browse.

All Sites - I

e All schools in your district

(Al Sites :
Mot Confirmed e Schools that have not edited their data
Partialty Confirmed e Schools that have edited some data

(s o =
Complete e  Schools that have finished editing

2. Click Submit.

Locating a School’s Information

On the Browsing Sites page, schools appear alphabetically by name.

Below is a summary of the status of your sites. Click on a site name to get mere detailed informaticn or to edit the
enrollments for that site.

Click on a letter in the alpha bar to gshow only =ites with that name.
ANME |A|BICIDIEIEIGIHINAIEILIMIN|DIRIG|R|S UIVIWIXIY]Z]123
Or enter the first few digits of a site code to show sites with that code.

Sites starting with the letter A are displayed below. Filter: X

; e . - Hon- Last
Site Name Edit Site Code Partic. Pending Partic. Closed Update
| edit a X
aa edit aaaaaaaaaaaa X

1. Find the name of the school you want to review.
¢ To find a school by name, click its initial letter. Click NAME to restore the complete list.

o Tofind a school by code, enter the first few numbers of the code and then click Go.
Click CODE to restore the complete list.

e To limit your view to schools that have not been entered, partially entered, or complete,
choose the filter for that status. These filters make it easy to identify which schools are
still pending so you can get their status confirmed.

2. When you see the school whose information you want to change, click the school’s name to
review the information.

May, 2005 Copyright © 2005 by CTB/McGraw-Hill, LLC.
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Frequently Asked Questions and Troubleshooting

1.

What’s the website address for Online Enroliment?
www.ctb.com and click on the CTB Navigator link under Quick Links

What happens if | forget my password?
Call the MAP Service Line at 800-544-9868 and they will reset your password.
What if I miss the enrollment window or need to make a change?

You will have the opportunity to add materials during the add/short window which begins on
March 10, 2006.

I am not sure how many students | will actually have at the time of testing. What will
happen if | need more materials?

You will have the opportunity to order more materials if you are short during the add/short
window which begins on March 10, 2006.

What if | cannot open the reports on the Enrollments system?

You need to have the Zip software on your computer to open the reports. If you do not have
this software, please contact your technology department for direction.

May, 2005 Copyright © 2005 by CTB/McGraw-Hill, LLC.
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